Tracee Farmer

629 Tahoe Circle

Conyers, GA  30094

(404) 821-8656

E-mail-tlfarmer@bellsouth.net


SUMMARY

Incorporate many years of office and computer skills to increase productivity and efficiency as an Administrative Assistant.

SKILLS

ARMS, Banner, CS Gold, Microsoft 2013, Sales Force, Publisher, People Soft, eProcurement, iStrategy, Kronos Timekeeping, Electronic Claim Submission, Account Balancing, Medisoft, Medware and Softdent, ICD-9 & CPT Coding, Medical Terminology, Modifiers, Anatomy and Physiology

EMPLOYMENT HISTORY

Sept 2015-Present

Georgia State University-Perimeter College-Newton Campus





Police Department-Administrative Secretary

· Front Desk-

· Administer parking decals

· Enter in decals to ARMS

· Enter in Citations into ARMS and put holds on student accounts in Banner

· Enter lost and found items into log

· Answer phones and doors in office

· Call dispatch to open up rooms
· Open mail room for deliveries and vendors
· Reporting-
· Daily Roll Call reports, weekend and holiday roll call reporting.
· Reconcile weekly, monthly and quarterly reports, log and send
· Print, log and redact accident reports

· LexisNexis

· Send lost and found items and reports to headquarters.

· Typing and Filing

· Type up reports, forms and emails requested by Superiors

· Order supplies

· Supervise Student Work Study

· Work Orientation table for Police

· Training as required on other campuses
June 2014-Sept. 2015
Georgia State University-Perimeter College-Newton Campus 





Secretary-Part Time-Student Life Department
· Budgets

· Reconciled books and updated daily
· Ordered Supplies for office and events
· Scheduled events

· Entered PO Requests in ePro
· Made Payment Request for submission

· Worked with Vendors daily
January 2014-Sept. 2015
Follett Books-Georgia State University-Perimeter College-Newton Campus




Sales Associate

· Customer Service

· Cash Register

· General store duties

June 2011-Sept 2012
Firefly Communications, Conyers, GA





Operations Coordinator

· Worked from home virtually, scheduling instructors who teach Cisco based technical classes globally.

· Communicated through IM, email, telephone and text messaging.

· Learned Sales Force software for scheduling classes globally

· Learned Lab Pro for scheduling labs globally

· Used Microsoft Office 2010 on a daily basis

· Spreadsheet reporting

· Internet research

· Spent 6 months learning technical languages of the class names and the subject matter so that they could be scheduled in a timely manner.

· Travel arrangements


April 2011-May 2011
Delta Global Systems, Atlanta, GA






Temporary assignment for Delta Airlines

October 2010-Feb 2011
Morgan Southern, Conley, GA





Assistant to Dispatchers and Over the Road Manager

· Data Entry into company database and spreadsheets

· Answered phones

· Set up appointments for delivery, assisted terminal managers, drivers and brokers with specific needs.

· Assisted dispatchers with all aspects of their daily routine.

Jan 23-Feb24, 2007

Blount Family Dental Center, Lithonia, GA
Externship-Scheduled appointments, answered phones, verified insurance, pulled charts and prepared the front desk for the next day of business.

August 2000 – May 2006
Oxford College of Emory University, Oxford, Georgia




Faculty Secretary 





Physical Education & Dance Division





Administrative Assistant





Athletics and Recreation Department
· Supported the Physical Education Faculty and Athletics Staff doing administrative duties upon request.

· Scheduled classes and scheduled the use of the gym and dance theater.

· Liaison between Oxford College and NJCAA for Student Athletes.

· Created mailing pieces for sports recruiting and supervised student workers for mass mailings during the recruiting season.

· Typing, filing, expense report reconciliation, expense payables, supply ordering and the use of general office machines. 

The Sherwin-Williams Company, S.E. Division, Tucker, GA
August 1988-October1996 Administrative Secretary/Credit Department
Assisted Director of Credit in all functions of this position. Spreadsheet reporting, computer troubleshooting, answered phones, typing, filing, Human Resource profiles and typing reviews.  Made use of all office machines. 

October 1996-June 2000
Office Coordinator

Managed the office under the Financial Manager for the Southeastern Division, supply ordering, expense payables, Human Resource profiles and typing reviews, supervised the mailroom clerk and in general made sure the office ran efficiently.

EDUCATION

Diploma, Medical Insurance Billing and Coding

Georgia Medical Institute-Jonesboro, GA

Western Carolina University, Cullowhee, NC

Freeport High School, Freeport, NY

ACTIVITIES AND HONORS

Honor Roll


Georgia Medical Institute-Jonesboro, Georgia




GPA-97.5
Advisor for the Illusion Dance Team at Georgia State University-Perimeter College-

Newton Campus
References:

Tjazha Mazhani, Supervisor Student Life, Georgia State University-Perimeter College-Newton Campus

(678) 576-8099

Linda Miller, Missions Director, Eastridge Community Church-Retired
(770) 289-1217

 Edgar Flores, Supervisor, Oxford College, Oxford GA

(770) 335-2631

Rosa Hamaker, Friend

(678)-591-4070

Debbie Nelson, Director of Heavenly Dance Steps-Retired
(770)-853-5076

See letters of Reference

Richard Shappell, Chairman of the Department of Physical Education and Dance, Oxford College, Retired

Martin Grimm, Athletics Director, Oxford College, moved to Washington, DC

